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CHAPTER 2 - E-MAIL SETUP/OPM TEMPLATE (“A” MESSAGE) 
 
Step 1: E-mail Setup  
 
(Your e-mail account must be setup in accordance with the following procedures for the process to work), 
otherwise the come back “A” message OPM template will require “clean up” to adhere to the proper 
format before posting to OPM site. 
 
A.  From the Desktop select the Microsoft Outlook icon. 
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B.  Once you have Outlook open, go to your Inbox.  On the top menu bar you will then select the Tools 
      item.  Then under the Tools item select Options. 
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C.  Under the tab, Mail Format you will need to set “Send in this message format:” to Plain Text.   
 
 

 
 
 
You will also have to set your fonts to Courier 10 pt.  To do this click on the “Fonts…” button.  
 
If you have a signature set for your e-mail you will need to make sure that the “Don’t use when replying or 
forwarding” block is checked. 

If you are unable to 
change your settings 
you will need to put in 
a work order with your 
systems office. 
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D.  You will then see the Fonts window below.  Select the “Choose Font…” button for all three selections, 
      “When composing a new message”, “When replying and forwarding:” and “When composing and  
      reading plain text”. 
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E.  Select  “Courier”, “Regular” and “10”, then hit the OK button. 
 
 

 
 
 
Note: OPM will not accept the e-mail from you if it is not exactly like the template format.
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Step 2: E-mailed OPM Template 
 
The OPM Template will be e-mailed to the Staffing Specialist that created the requisition.  See display 
below of how this e-mail will look. 
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 A.  Double click on the e-mail file.  When the file comes up it will look like this, see below.  Once this  
      E-mail file appears, select the Forward button from the top menu option.  This will create a Forward  
      Screen so that the e-mail can be forwarded.   
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B.  In the “To… address block”, type in the following address:  job.entry@jobentry.opm.gov 
     In the Subject block:  Delete the text FW:   
    You will want to leave just the capital A in the Subject Block. 
 
 

 
 

A = Add 
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C.  Next you must remove the Original Message address information.  See below the highlighted area 
that must be removed. 

 
You can click and highlight this area and then hit the Delete key.   

 
 

 
 

DELETE 
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    D.    The screenshot below shows what the final e-mail product should look like.  In the To Block: you 
   should see the address  job.entry@jobentry.opm.gov  

 
  In the cc Block: it should be left blank, do not enter any data in this item 

 
In the Subject Block: there must be a capital A 
 
The body of the e-mail must start with the first character of the OPM Template which is the ==== 
START OF ANNOUNCEMENT TEMPLATE ==== 
 
NOTE:  All of these items must look exactly like the attachment below, if they do not, the e-mail 
will reject at OPM.   
 
Now that the OPM Template is ready to go, click the Send button.  This will send the Template to  
OPM. 

 
 
 

 

No line may exceed 70 Characters, 
including spaces. 
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  E.  If the template is not accepted by OPM, you will be notified by e-mail similar to the one shown 
below.  This particular reject is letting us know that the Close Date was not greater then the Open      
Date. 
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F.  If the template is accepted by OPM, you will be notified by e-mail similar to the one shown below.  
Notice the OPM control number that was sent back to us, TH8867.  You will need to keep track of this 
number in case you need to make a change or delete the Template from OPM.   
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G. Do not make any changes to the data above the ==== END OF ANNOUNCEMENT TEMPLATE 
 ==== line. 

FYI:  There may be times where you may have to change locations, open/close dates 
etc.  However, you must ensure to make ANY changes VERY CAREFULLY as the 
template is character sensitive. 

If you want to add any more information to the announcement, you must add it below at the   
appropriate area.  NOTE:  No line of data can exceed 70 characters. 

 
 

 
 

No line may exceed 70 Characters, 
including spaces. 
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H.  Deleting an OPM Job Announcement 
 

• You have to forward a copy from your Send Mail directory, (this will be the original e-mail that was 
sent when the job announcement was created) to OPM.  In the To Line:  type in 
job.entry@jobentry.opm.gov.  In the Subject Line:  type in D with one space and then the OPM 
Confirmation Number.  You will need to delete any other headings that may be attached to the 
file, since you are doing a forward.  The body of the e-mail should start with ==== START… 
 

• Then hit the Send button, this will delete the Job Announcement from OPM that was created with 
the TH8423 Confirmation number. 
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I.  When the Job Announcement is DELETED, OPM will send you a confirmation e-mail stating that the 
control number was deleted.  Below is an example of an E-mail message received back from OPM, 
indicating the control number for Job Announcement TH8423 was deleted.   
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J.  Changing an OPM Job Announcement 
 

• You have to forward a copy from your Send Mail directory, (this will be the original e-mail that was 
sent when the job announcement was created) to OPM.  In the TO Line:  type in 
job.entry@jobentry.opm.gov.  In the Subject Line: type in C with one space and then the OPM 
Confirmation number.  You will need to delete any other headings that may be attached to the 
file, since you are doing a forward.  The body of the e-mail should start with ====START… 
 

• Then hit the Send button.  This action will change the OPM Job Vacancy Announcement that was 
created with the TI3829 Confirmation number.   
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K.  When the Job Announcement is CHANGED by OPM, you will receive a confirmation e-mail message 
stating that the record changed in the vacancy database.  Below is an example of an e-mail received from 
OPM, indicating that the record was changed. 
 
 

 
 
 

 

 


